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Ryan Parsons 

From: Ryan Parsons
Sent: Tuesday, January 19, 2010 3:28 PM
To: Ryan Parsons
Cc: John Carriker
Subject: Bottle and Can Recycling Program
Good Afternoon Tenants: 
  
I have received some inquiries from a few tenants recently asking me about a recycling program for cans 
and bottles.  I wanted to let everyone know that we already have a program in place!  The service is free 
of charge, except for the receptacle.  Tenants are responsible for purchasing a recycling bin to collect the 
cans and bottles within your suite.  When the bin is full, simply place a work order or give me a call, and I 
will arrange to have the cans and bottles picked up and recycled. 
  
We have one receptacle available to order, and it costs $64.28.  It is manufactured by Rubbermaid, and 
it’s blue with a green top and two holes in the lid (please see pictures below). 
  
If you are already participating in the bottle and can recycling program, there’s no need to do anything.  
However, if you would like to begin participating, please let me know if you would like me to purchase a 
recycling container for you.  The cost of the bin will be billed to your monthly tenant rent statement. 
  

 
  
Best Regards, 
Ryan 

Ryan T. Parsons | Tenant Coordinator 
CB Richard Ellis/New England | Asset Services 
25 Corporate Drive, Suite 110 | Burlington, MA 01803 
T 781 272 4212 | F 781 272 6226  
ryan.parsons@cbre-ne.com 

Please consider the environment before printing this email. 

  



ENERGY STAR® is a U.S. Environmental 
Protection Agency program helping businesses 
and individuals fight global warming through 
superior energy efficiency.

Bring Your  
GREEN TO WORK

with ENERGY STAR®

1 Give It a Rest 
Use the ENERGY STAR power management settings 
on your computer and monitor so they go into power 
save mode when not in use. Also use a power strip as a 
central “turn off” point when you are using equipment to 
completely disconnect the power supply. 

2 Unplug It 
Unplug electronics such as cell phones and laptops once 
they are charged. Adapters plugged into outlets use 
energy even if they are not charging. 

3 Light Up Your Work Life 
Replace the light bulb in your desk lamp with an ENERGY 
STAR qualified bulb. It will last up to 10 times longer and 
use about 75 percent less energy. Turn off the lights when 
you leave, especially at the end of the day.

4 Let It Flow 
Keep air vents clear of paper, files, and office supplies. It 
takes as much as 25 percent more energy to pump air into 
the workspace if the vents are blocked.

5 Team Up 
Create a Green Team with your co-workers, help build 
support for energy efficiency in your workplace, and 
reduce office waste. Set a goal to make your building an 
ENERGY STAR qualified building.

Learn how you can make many of the same green 
choices at work as you make at home to save energy 
and fight global warming with help from EPA’s ENERGY 
STAR program. 

Learn More at energystar.gov/work



1 Change a Light 
Replace your five most frequently used light fixtures or 
the bulbs in them with ENERGY STAR qualified lights, and 
save more than $65 a year in energy costs. ENERGY STAR 
qualified bulbs use 75 percent less energy and last up to 10 
times longer than incandescent bulbs.

2 Get with the Program 
The average household spends nearly $2,000 a year 
on energy bills—nearly half on heating and cooling. A 
programmable thermostat, set and used properly, can 
save about $180 each year.

3 Choose Energy Efficiency 
Look for the ENERGY STAR when buying home appliances, 
electronics, and heating and cooling systems. Ask your 
local utility company if you qualify for rebates or incentives.

4 Seal the Deal 
Improve energy efficiency and comfort by finding 
and sealing air leaks to the outside. You or a licensed 
contractor can follow ENERGY STAR home sealing 
recommendations.

5 Change the World, Start with ENERGY STAR 
Take the ENERGY STAR pledge and learn how small steps 
can make a big difference in protecting our environment 
and saving energy.

Learn what you can do at home to save energy, 
save money, and help protect the environment.

Live  
GREEN AT HOME

with ENERGY STAR®

Learn More at energystar.gov/changetheworld

For more information 
www.energystar.gov 
or call 1.888.STAR.YES 
(1.888.782.7937).

Recycled/Recyclable – Printed with Vegetable Oil Based Inks on Recycled Paper (Minimum 50% Post-consumer Content)

Office of Air and Radiation
(6202J) EPA 430-F-08-017 
August 2008



























From: Lauren Vandergrift [milestoneconcierge@charmcityconcierge.com]
Sent: Tuesday, April 20, 2010 11:33 AM 
To: 'Lauren Vandergrift' 
Subject: EARTH DAY EVENT DETAILS - PLEASE FORWARD 

“Take Your Kids To Earth Day” 

  

…OR JUST BRING YOURSELF BECAUSE EVERYONE IS INVITED! 
  

THIS THURSDAY, APRIL 22ND FROM 11:30am – 1:30pm 

Join us in the courtyard to celebrate Earth Day! 

  
FOR THE ADULTS 

Participate in a free drawing for a gift basket valued at $50.00! 

Bring in your personal documents from home & get them professionally shredded and recycled  
for free by Secure Shred! There is no limit on the amount of personal documents that you bring. 

Bring in old cell phones, dead batteries, ink and toner cartridges, CFL and fluorescent light 
bulbs from home to be recycled for free! 

Get answers from an Energy Star expert on how to be “green” in your home. 

Ask questions of landscaping and cleaning vendors on how to help your environment  
with the plants and cleaning products that you use at home. 

Grab some free giveaways and goodies courtesy of the vendors and property management. 

The 5th Floor lunch vendor, Nora’s, will be selling lunch in the lobby of 12410 during the 
event.  

Grab your lunch and enjoy it outside in the courtyard! 

  
FOR THE KIDS 

Meet Tempy the WeatherBug! 

Take a peek inside WeatherBug’s Bug Truck and learn how they track the weather! 

Play Frisbee in the courtyard! 

Every child that comes to Take Your Kids to Earth Day receives a free goody bag! 

(Contact your concierge immediately if you haven’t signed up your child for a goody bag with either  
your company or the concierge.) 

  
Please note: Childcare is not provided at the event by the property management.  

All children must be accompanied by an adult. 
  

Please contact your concierge, Lauren Vandergrift, with any questions about the event. 
We hope to see you there! 

301.916.3774/ milestoneconcierge@charmcityconcierge.com  
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Your opinion is very important to us! Click here to take our brief survey. 

  
Charm City Concierge has a new member's only website! Sign up for exclusive specials by visiting 

www.charmcityconcierge.com and click "Register Now"! 
  
Lauren Vandergrift, Corporate Concierge  
Charm City Concierge 
12410 Milestone Center Drive 
Germantown, MD 20876 
Ph: 301-916-3774 
Fx: 301-353-1681 
milestoneconcierge@charmcityconcierge.com 
www.charmcityconcierge.com 
  

 
  

blog tag
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Bring Your Green to Work with ENERGY STAR®

Tips for Building Managers  

The places where we work, shop, play, and learn spend $200 billion annually on 
electricity and natural gas and contribute nearly half of our nation’s greenhouse gas 
emissions. With help from EPA’s ENERGY STAR program, you can improve the energy 
efficiency of America’s buildings and fight global warming. Follow these steps featured in 
EPA’s Building Upgrade Manual1, developed from more than a decade of experience 
working with building owners and managers across the country, to get started on the 
path to savings.

Give Your Building a Tune-Up
Regularly examine building equipment, systems, and maintenance procedures to make 
sure your building is operating as efficiently as possible. Tune up heating equipment; 
inspect ducts and windows and seal any leaks; calibrate thermostats and set them at 
appropriate temperatures; insulate hot water tanks and piping throughout the building; 
inspect and clean/change air filters.  

Improve Lighting Systems 
Lighting consumes 25-30 percent of energy in commercial buildings. Improving lighting 
systems can reduce electricity consumption and improve the comfort of occupants in the 
building. Compare the lighting schedule with building uses to look for opportunities to 
turn lights off; replace incandescent bulbs for task lighting with ENERGY STAR qualified 
compact fluorescent bulbs; use automatic controls to turn lights off or dim lights in 
naturally lit spaces.

Take a Look Inside and Out 
Reducing the amount of energy used by inefficient office equipment and other products 
can save energy and money. Purchase ENERGY STAR qualified office equipment 
whenever possible. Don’t waste conditioned air—install window films and add insulation 
or a reflective roof coating to save energy.  

Upgrade Fan Systems 
Air-handling systems move air throughout a building and therefore directly affect the 
comfort of building occupants. Fan systems can be upgraded and adjusted to optimize 
the delivery of air in the most energy efficient way. Properly sized fan systems add 
variable speed drives, and convert to a variable-air-volume system.

Raise the Bar for Heating and Cooling Systems
Heating and cooling systems are large consumers of energy in buildings and offer great 
opportunities for saving energy and increasing the comfort of building occupants. Once 
you’ve followed the steps above and reduced the building’s cooling loads, retrofit or 
install energy-efficient models and upgrade boilers and other central plant systems to 
energy-efficient standards.   

1 http://www.energystar.gov/index.cfm?c=business.bus_upgrade_manual



Bring Your Green to Work with ENERGY STAR®

Tips for Employees 

The places where we work, shop, play, and learn account for nearly half the 
nation’s energy use. Learn how you can make many of the same green choices 
at work as you make at home to save energy and fight global warming with help 
from EPA’s ENERGY STAR program. 

Give It a Rest 
Use the ENERGY STAR power management settings on your computer and 
monitor so they go into power save mode when not in use. Also use a power strip 
as a central “turn off” point when you are using equipment to completely 
disconnect the power supply. 

Unplug It 
Unplug electronics such as cell phones and laptops once they are charged. 
Adapters plugged into outlets use energy even if they are not charging. 

Light Up Your Work Life 
Replace the light bulb in your desk lamp with an ENERGY STAR qualified bulb. It 
will last up to 10 times longer and use about 75 percent less energy. Turn off the 
lights when you leave, especially at the end of the day. 

Let It Flow 
Keep air vents clear of paper, files, and office supplies. It takes as much as 25 
percent more energy to pump air into the workspace if the vents are blocked. 

Team Up 
Create a Green Team with your co-workers, help build support for energy 
efficiency in your workplace, and reduce office waste. Set a goal to make your 
building an ENERGY STAR qualified building. 

Learn more at energystar.gov/work
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TWO CONWAY PARK 
150 N. FIELD DRIVE . LAKE FOREST, ILLINOIS 

 
  
 
 
 
 

Introduction 
 
CB Richard Ellis is excited to announce the creation of the Two Conway 
Park Green Thoughts Newsletter. This tenant newsletter will be used to 
disseminate information about Two Conway Park’s sustainability efforts, 
including recycling, waste diversion, indoor environment, energy and 
water efficiency updates along with environmentally friendly tidbits and 
building activities. 
 
We’d love to hear your feedback. Feel free to reach us via email at 
tracy.schaefer@cbre.com or by calling (847) 940-7770. 
 
Sincerely, 
 
Tracy Schaefer 
Real Estate Manager 
 

 
Green Thoughts 
 
Quarterly, we’ll provide tips for living more environmentally friendly at 
home and work. For this first installment of the newsletter, we’ve attached 
CBRE’s 101 Tips Toward a Greener Tomorrow. Such checklist shows just 
how easy it can be to implement environmentally responsible routines 
daily. We challenge all building employees to increase their own green 
practices - our guess is that you’ll be surprised to see how easy it is to 
become greener.  
 

LEED-EB 
 
As shared during our last tenant meeting, Two Conway Park is currently in 
pursuit of LEED-EB certification. The LEED for Existing Buildings rating 
system helps building owners and operators measure operations, 
improvements and maintenance on a consistent scale, with the goal of 
maximizing operational efficiency while minimizing environmental impact.  
 
So what does all this mean to our tenants and vendors? It means  
that the Landlord and CBRE share a common sustainability philosophy and 
are diligently working together to consistently review and implement the 
most efficient and environmentally-friendly building operations at Two 
Conway Park. To this end, such practices will undoubtedly lead to further 
energy and resource conservation at the property.  
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Recycling / Waste Diversion 
 
NEW BATTERY RECYCLING PROGRAM!  
 
Did you realize that billions of used batteries are generated annually 
through a variety of processes in households, businesses and 
manufacturing facilities? Common sources of used batteries include 
cellular phones, electronics, power tools and emergency lighting. In 1990, 
88% of all mercury discarded in the U.S. came from batteries. Batteries 
also account for 50% of all cadmium disposal. This number has continued 
to rise in recent years, given the rampant increase in the use of wireless 
communication devices. 
 
With such in mind, we are pleased to announce that Two Conway Park is 
partnering with Lamp Recyclers to offer battery recycling services to all 
tenants effective July 26th. Forward-going all of the following batteries 
may be recycled at Two Conway Park.  
 
Rechargeable 

- Nickel Cadmium 
- Nickel Metal Halide 
- Lithium Ion 
- Lead 

 
Primary Cell 

- Alkaline Manganese 
- Zinc Carbon 
- Zinc Air 
- Lithium 
- Mercuric Oxide 
- Silver Oxide 

 
To ensure that the program gets off to a good start, please know that the 
Building Engineer, Scott Jordan, will be delivering battery recycling 
receptacles to all tenant suites on Friday, June 23rd. Simply fill the 
receptacles with all your expired batteries and call the Engineer to have 
the bin contents collected. Our goal is to divert 80% of all batteries utilized 
at Two Conway from landfills. 
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RECYCLING REMINDER 
 
As just a reminder, in addition to the aforementioned, he following items 
can also be recycled at Two Conway Park.  

- glass jars and bottles  
- aluminum cans, foil, and pie tins  
- tin or steel cans 
- cereal boxes  
- paper towel rolls 
- cardboard  
- plastic bottles and containers  
- junk mail, magazines, catalogs and telephone books 
- paper bags  
- office paper and file folders  
- newspapers  
 

Best of all, all such items can be simply comingled in your desk side 
recycling containers or centrally located containers. Our waste hauler 
brings all such materials to an appropriate single-stream recycling facility.  
 

Green Cleaning 
 
June 1, 2010 marked the commencement of a new Green Day Cleaning 
Program at Two Conway Park. We continue to be very excited with the 
implementation of such at Two Conway Park and truly believe that the 
long-term program benefits (i.e. energy savings and environmental 
consciousness; cleaner and healthier indoor environment; enhanced 
security; etc.) will surely outweigh the initial acclimation jitters. 
 
Thought you might like to know that since the program’s inception, 
lighting requirements at the property were decreased by nearly 110 hours 
for the month of June alone. This translates into true electricity savings for 
all building occupants!  
 
CBRE and ABM (janitorial service provider) are in close communication 
relative to the daily green cleaning processes at the building. Together 
we’re working to continually seek out opportunities for process 
improvements and, as always, welcome your feedback and suggestions. 
Certainly feel free to reach us with any comments or questions.  
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Coming Attractions 
 

 Tenant Surveys - As part of our LEED-EB certification pursuit, we 
will be forwarding along a couple of surveys in the coming weeks. 
Please be on the look-out for a Tenant Comfort Survey and 
Transportation Survey. We politely request and greatly encourage 
your participation in both surveys. Your opinions, comments and 
suggestions help us ensure we’re meeting / exceeding your 
expectations.  

 Annual Fire Drill – The building’s annual fire drill will be held in 
September. More details will follow once the Lake Forest Fire 
Department confirms the actual date.  

 
  



HOUSEHOLDHOUSEHOLD 1. Use motion sensors, photo cells or LED lights for outdoor 
lighting.  2. Replace screens with storm windows in winter to provide an extra bar-
rier to cold air.  3. Caulk and weather strip windows and door frames to seal leaks.  
4. Install double-paned windows.  5. Seal areas around all electrical penetrations, 
pipes and ventilation ducts.  Attic 6. Ensure natural air flow in the attic to keep roof 
deck cool and dry.  7. Weather strip and insulate attic hatch or door to prevent air 
from escaping.  8. Cover with metal flashing all chimney or furnace flues that 
penetrate attic floor.  9. Seal around all lights and openings in the attic to save 
energy and prevent dust and allergens.  10. Install high “R-value” attic insulation. 
HVAC 11. Check air filters monthly and replace every 3 months, improving 
energy efficiency up to 10%.  12. Have a pre-season checkup by a licensed con-
tractor in the spring and fall to avoid early system failures.  13. Shade the outdoor 
unit of a central system with a trellis or climbing vine to improve efficiency by 
10%.  14. Turn ceiling fan switch to reverse in winter and operate at a low 
speed in clockwise direction, forcing warm air near the ceiling into 
living space.  15. Turn up thermostat on hot days and use a ceiling fan 
to cut air conditioning costs by 14%.  16. Close the chimney flue 
damper tightly when not in use to prevent warm or air-conditioned 
air from escaping.  17. Install a programmable thermostat to auto-
matically adjust temperature when sleeping or away from home. 
Home Office 18. Choose LCD TVs over plasma screens to save more 
energy.  19. Unplug battery chargers or power adapters when not in use.  
20. Use a power strip as a central turn-off point for all related equipment.  
21. Avoid using a screensaver and flip to sleep mode or turn the monitor off.  
22. Save used paper for note pads, checklists or creative doodling by the kids 
before recycling.  23. Replace all incandescent bulbs with compact fluorescents 
(CFLs use one-third less energy and last 6-10 times longer, but please recycle).  
24. Properly recycle e-waste such as computers and printers.  25. Request removal 
from mailing lists by contacting Mail Reference Service, Direct Marketing Associa-
tion, P.O. Box 3861, New York, NY 10163-3861.  26. Sign up for online banking 
and household bill pay services. Bathroom 27. Install a ventilation fan to control 
moisture from the shower.  28. A 10-minute shower uses less water than a full 
bath, saving about 5 gallons.  29. Install low-flow shower heads to save about 
$150 each year on electricity.  30. Clean shower heads periodically; scaling and 
sediment can collect and reduce efficiency.  31. Repair all leaky faucets, which can 
waste more than 1,500 gallons of water annually.  32. Install low-flow or dual 
flush toilets.  33. If you can’t upgrade toilets, place a brick in the tank to reduce 
water flow.  34. Install aerators to all spigots, reducing water consumption by more 
than 50%. Kitchen 35. Save water by scraping dishes instead of rinsing them 
before loading in dishwasher.  36. Run dishwasher only with a full load.  
37. Use the air-dry option on your dishwasher or prop the door open.  38. Oper-
ate appliances later in the day or evening when energy costs are lower.  39. If your 
refrigerator was made before 1993, replace it with an ENERGY STAR® model, 
saving an average of $45-65 annually.  40. Keep refrigerator/freezer as full as 
possible (cheaper to operate than an empty one).  41. Defrost freezers and manu-
ally defrost refrigerators – they’ll run more efficiently and last longer.  42. Use 
proper pot for each of the stove burners (a 6” pot on an 8” burner wastes over 
40% of the heat).  43. Cover pots and pans to keep heat in and kitchen cooler 
(saves about $36 annually for an electric range, $18 for gas).  44. Keep gas burn-
ers clean (blue flame means efficient combustion, yellow may indicate service 
required).  45. Appliances consume energy during non-use; unplug until needed.  
46. An electric kettle uses less energy than stovetop boiling.  47. Use coffee makers 
featuring an auto shut-off to save energy. Water Heater 48. If replacing the hot 
water tank, consider a tankless or on-demand unit.  49. Wrap electric hot water 
tanks with an insulated blanket to reduce heat loss by 18%.  50. Set heater thermo-
stat to 120° F or lower.  51. Turn off electric water heaters, turn down gas water 
heaters and turn off breaker to the tank when away from home for long periods. 

Laundry 52. Wash laundry with cold water when possible and use cold-water 
products.  53. Wash full loads only, saving up to 3,400 gallons of water annually.  
54. Front-loading washers use less energy and water than top loaders.  55. Don’t 
over-dry clothes; use the moisture sensor feature.  56. Dry similar fabrics together 
so entire load finishes as cycle ends.  57. Dry smaller loads on shorter timer set-
tings.  58. Clean lint trap before each load, saving up to $34 annually (prevents 
fires as well).  59. Fold clothes immediately after drying to avoid wrinkles, elimi-
nating the need to iron or use the extended tumble cycle.  60. Where available, 
line-dry clothes outdoors (breeze freshens garments and UVs reduce the need   
for bleach). Closet 61. Buy vintage or used garments and support local retail es-
tablishments.  62. Extend clothing life by washing inside-out and using only cold 
water/biodegradable products.  63. Avoid dry cleaning; many articles can be 

hand washed for less (especially silk, wool and linen).  64. Wear organic and  
recycled content materials.  65. Donate used clothing or host a clothing 

swap with friends. Green Cleaning 66. Use only natural cleaning 
products such as baking soda, vinegar, lemon juice, rubbing alcohol 
and borax.  67. Replace paper towels and disposable wipes with mi-
crofiber cloths that require only a little water.  68. Use an inexpensive 
foil liner at the bottom of the oven to catch greasy messes and keep 
clean longer.  69. For carpeted floors, use a manual carpet sweeper 

between electric vacuuming.  70. Try using naturally brewed tea as an 
alternative to chemicals when cleaning wooden floors. CONSUMPTIONCONSUMPTION 

71. Avoid using paper napkins and use cloth instead.  72. Use only reusable 
chopsticks.  73. Always bring your own container or tote bag shopping (100 billion 
plastic bags are used annually – many of which end up in landfills or on the 
beach).  74. Eat less beef! Methane emissions are 21 times more potent as a 
GHG than CO2 (1 hamburger equals about 6 miles driven).  75. Eat only sustain-
able seafood (Seafood Watch and Blue Ocean Institute are excellent resources).  
76. Buy less, prepare less, throw away less (each link in the “food chain” saves 
fuel, natural resources and healthcare costs).  77. Drink only shade-grown coffee.  
78. Drink only organic wine or wines from biodynamic wineries.  79. Eat organic 
and locally grown produce for a more self-sustaining community.  80. Avoid drink-
ing bottled water (Americans consume 70 million bottles a day, of which only 14% 
are recycled – while production uses twice the water!). GARDENINGGARDENING 81. Use 
compost from kitchen scraps and yard clippings as fertilizer instead of chemicals 
and weed killers.  82. Use lady bugs to control aphids.  83. Replace lawns with 
native plants, fruits and vegetable gardens.  84. Use a rain barrel to harness water 
and reduce erosion from storm water runoff.  85. Adding mulch and compost to 
soil improves water retention and reduces evaporation. 86. Soaker hoses or drip 
irrigation use 50% less water than sprinklers.   87. Water early in the day to avoid 
evaporation from sun and wind.  88. Use solar outdoor lighting in place of 
electric-powered fixtures.  89. Use a push mower (2006 model gas-powered 
mowers expel approx. 93 times more emissions than 2006 model cars!).  90. Use 
a broom instead of a blower or a hose. TRANSPORTATIONTRANSPORTATION 91. Walk, bike 
or use mass transit whenever possible (leaving your vehicle at home just 2 days a 
week can avoid 1,590 lb. of GHG emissions annually).  92. Share the ride (online 
communities like eRideShare and NuRide can hook you up with other carpoolers). 
93. Work from home (the greenest commute is the one you don’t make at all).  
94. Drive more gently; speeding, rapid acceleration and braking frequently reduce 
mileage by one-third on highways and 5% on city streets.  95. Plan your route for 
errands and combine trips to prevent excess driving.  96. Unload junk in your trunk; 
gas mileage improves by 2% for every 100 lb. eliminated.  97. Stay tuned; a poorly 
tuned car uses 5% more gas.  98. Replace dirty air filters; a clogged filter reduces 
mileage by 10%.  99. Maintain proper tire pressure to improve mileage by up to 
3%.  100. Avoid stacking items on top of the car, which increases drag and lowers 
mileage by 5%.  101. If you idle longer than 30 seconds, it’s better to kill the engine 
than to leave it running – especially important when picking up children from school.   

HOME

For more ”101 Tips” on ways
of living and working + other 
cool sustainability stuff, visit 
marketplace.mimeo.com/cbre.

Tips shown are assembled by CBRE and available in the public domain. All figures and percentages are approximate 
and based on published sources; personal results may vary. For more ideas on sensible sustainability, please visit 
cbre.com/sustainability or email dave.pogue@cbre.com. 

© 2009 CB Richard Ellis, Inc.
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TIPS!
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April 22, 2010 

 
 
Dear Tenant of Burlington Centre, 
 
The Corporate Drive property owner, Corporate Drive Corporation, and CB Richard Ellis 
have committed to reducing energy use, water use, and waste disposal.  Help reduce 
our building’s environmental footprint by following these simple, no- and low-cost 
energy-saving tips.
 
REDUCE ELECTRIC CONSUMPTION 
 

o Turn Off Overhead Lighting When Offices Are Unoccupied 
On average, lighting accounts for 29% of total building energy 
consumption. While the Burlington Centre Cleaning Team turns all 
building lights off at 9:30 PM, most tenants can conserve additional 
electricity by turning lights off as they leave offices, conference areas, 
and other rooms. 

 
 

o Install Energy Efficient Light Bulbs In Proprietary Fixtures 
Burlington Centre completed a building-wide lighting retrofit that 
reduced the energy consumption of overhead light fixtures. If your 
office has additional fixtures, such as small desktop lamps, we 
encourage you to install energy-efficient compact fluorescent lights 
(CFLs). 
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o Open or Close Blinds 
In warm weather, help reduce cooling costs by closing window shades 
to keep out the sun’s heat. In colder months, reduce heating costs by 
keeping shades open to the sun's warmth. This will reduce energy 
consumption and help employees remain more comfortable. 

 
 
 
 

o Keep Space Heaters Out of the Building 
A $15 space heater – pictured to the right – uses approximately 1500 
kWh of electricity – the equivalent of approximately fifteen computers! 
Space heaters also pose a serious fire hazard and thus are not 
allowed at Burlington Centre.  When your workspace is cold, you are 
encouraged to contact building management. 

 
 

o Seasonally Modify Your Internal “Comfort Zone” 
Studies have shown that a personal indoor “comfort zone” exists 
between 69 and 78 degrees. To remain comfortable while also saving 
energy, an office can simply set thermostats at the top of this zone in 
summer or at the bottom of the zone in winter. Employees are also 
encouraged to dress appropriately for the season. 
 
 

o Position Workstations to Receive Natural Light 
When workstations receive natural light, overhead lighting requirements 
are reduced. Energy can be conserved by simply repositioning a desk, 
moving a partition wall or lowering cubicle walls. 
 
 

o Program Computers and Copiers For Low Power “Sleep Mode” 
Most computers, computer monitors and photocopiers can be 
programmed to automatically switch to a low power mode after a set 
period of idle time. “Sleep mode” decreases the consumption of the 
average 100 Watt monitor to only 15 Watts, while “hibernate mode” 
decreases consumption to an average of 8 Watts. Avoid screensavers. 
 

 
 
 

o Turn Off Computer Peripherals and Equipment When Not in Use 
Turn off or unplug printers, copiers, and fax machines at night and on 
weekends rather than simply putting them into stand-by mode. This 
equipment uses energy and generates heat (increasing the amount of 
AC needed in the office) even when idle. 
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o Purchase ENERGY STAR Office Equipment  
Visit www.energystar.gov to explore a variety of computers, copiers, 
fax machines, mail machines, water coolers and more that all feature 
the ENERGY STAR label. Equipment that has been certified by 
ENERGY STAR represents the most efficient equipment that is 
currently available, using 30-75% less energy than typical equipment. 

 
 
REDUCE WATER CONSUMPTION 
 

o Water Saving Tips: 
Immediately alert building management at (781) 272-4212 to any 
leaky or broken faucets or running toilets, so they can be promptly 
fixed.  One faucet that leaks one drop per second can waste 2,700 
gallons of water per year, and a leaky toilet can waste about 200 
gallons of water every day. Also, rinse dirty dishes, fruits and 
vegetable from lunch in a bowl of water, rather than under constantly 
running water. And wait to start the dishwasher in the kitchen until it  
is completely full.  

 
 

o Limit Water Flow on Kitchen Sinks and Bathroom Fixtures 
Burlington Centre has set most of the building’s lavatory sinks to a flow 
rating of 0.5 gallons per minute and most of the building’s toilets to 1.1 
- 1.6 gallons per flush. If your office has a private bathroom or shower, 
CBRE can also limit the flow of these fixtures at your request. 

 
 

 
ADMINISTRATIVE OPERATIONS 
 

o Recycle, Recycle and Recycle 
A plastic bottle that is thrown in the trash will sit in a landfill quite 
literally forever.  Recycling not only prevents waste from reaching 
landfills, it also uses far less energy than producing goods from raw 
materials. Burlington Centre also provides printer cartridge, battery, 
and e-waste recycling at no cost. Contact Building Management for 
more information. 
 

o Replace Fax Machines with Fax Modem Technology 
Relatively inexpensive technology allows faxes to be directly 
delivered to your email and then printed only as needed. The cost of 
these services is often directly offset by savings on copy paper and 
toner. 
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o Institute a Paperless Record-Keeping System 
If your office routinely photocopies invoices or receipts, consider 
transitioning to a paperless record-keeping system that incorporates a 
scanner or photocopier to create digital copies.  
 
 
 
 

o Default Photocopiers and Printers to Double-Sided Copying 
Although many office copiers and printers can print double-sided 
copies, staff members may be unsure how or may not remember to do 
so. By adjusting the copier, printer and computer default settings to 
double-sided copies, an office may reduce copy paper purchases by 
as much as 50%. 

 
 

o Reduce Handouts at Meetings 
Rather than printing handouts for meetings, many offices have begun 
to distribute electronic handouts as email attachments. Although some 
attendees may invariably print these, electronic handouts will still 
result in a significant conservation effort. When a hard copy is 
necessary, print on both sides of the paper with two or more 
PowerPoint slides per sheet. Keep old documents for use as scrap 
paper or packing material, or recycle them. 
 
 

o Create a “Reuse” Area for Office Supplies 
Eliminate the need to purchase new office supplies, office organizers 
and computer peripherals by creating an office supply cabinet for 
lightly used office supplies. When purchases need to be made, the 
“reuse” area will be the first stop for “no cost” supplies. 
 
 
 

o Reuse Office Supplies and Purchase Recycled Materials 
A number of ideas exist for reusing office supplies such as the use of 
inter-office envelopes for internal memos or the use of old company 
letterhead for note-taking. A wide variety of office supplies are also 
now made from recycled materials – dramatically increasing your 
purchase options. 

 
o Support Local Office Supply and Furniture Manufacturers 

By showing support for local office supply and furniture manufacturers, 
your company shows support for the environment, as local supplies 
require far less shipping aboard gas-guzzling tractor-trailers. In many 
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cases, the reduced fuel expense is passed on in the form of supply savings. 

 
o Minimize Newspaper and Magazine Subscriptions 

While many employees enjoy their daily Wall Street Journal or Boston 
Globe, both newspapers are available online at little or no cost. Some 
offices have also established a central reading area for these 
publications to reduce the need for multiple subscriptions. 
 
 

o Remove Your Company’s Name From Catalog or “Junk Mail” 
Lists 
Each year, nearly 100 Million trees are ground up to create junk mail 
which dramatically increases USPS fuel consumption. To remove 
yourself from unwanted junk mail lists, inform the senders that your 
company’s sustainability policy prohibits you from purchasing from any 
company that sends unwanted or unsolicited mail. 

 
CATERING 

 
o Eliminate Paper Plates and Plastic Forks, Spoons, and Knives 

If your office has a dishwasher, purchase a set of washable tableware 
and plates. Ask caterers to stop providing disposable tableware and 
plates. 
 
 

o Stop Purchasing Bottled Water 
Only about 20% of U.S. water bottles make it to a recycling bin, and 
those bottles that are recycled consume a substantial amount of 
energy in the process. By outfitting your kitchen with a centralized 
water cooler and reusable cups or bottles, you’ll conserve precious 
resources and save money. 

 
o Purchase A Coffee Maker With Reusable Mugs 

Eliminate coffee cups from your office waste stream by purchasing 
enough reusable coffee mugs for your entire office.  The best incentive 
toward eliminating disposable coffee cups is a free cup of coffee just 
steps away from your desk. 
 
 
 

o Ask Caterers to Hold the Condiment Packets, Sugar Packets, etc.  
Most popular condiments can be purchased through an office supply 
company in bulk and then stored in a centralized location such as a 
kitchen.  By providing these items to your staff at no cost, you’ll 
eliminate the need for caterers to provide them. 
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o Reject Styrofoam Packaging 

Polystyrene packaging, including coffee cups and takeout boxes, are 
not recyclable and generally takes centuries to decompose in a landfill. 
By rejecting styrofoam packaging, your office will pressure your 
favorite caterer to find an acceptable alternative. 
 

 
o Purchase Local Catering 

Most local catering companies either deliver on foot or via push carts, 
eliminating any carbon emissions associated with delivery vans or 
delivery trucks. 

 
 

BUSINESS TRAVEL 
 

o Use A Bike Courier for Local Deliveries 
The price for a local bike courier delivery is generally cheaper than an in-
town FedEx or UPS delivery – and comes at a fraction of the 
environmental cost. As an added benefit, courier service is faster than 
overnight service and does not require filling out a packing slip. 
 
 
 

o Establish a Hybrid Rental Car Policy for Business Travel 
Most car rental agencies offer hybrid rentals at only a slight premium to 
traditional cars. With increased demand for hybrid vehicles, hybrid costs 
will eventually be competitive with – or fall below traditional vehicles. 
 
 
 

o Encourage Mass Transportation or Carpools 
Many companies either subsidize MBTA passes or offer in-town parking 
discounts to employees who carpool into work. 

 
o Plan Air Travel on Large Aircraft With Few Connections 

When planning business travel, consider the carbon emissions of your 
aircraft and endeavor to choose flights with the lowest possible carbon 
emissions. 

 
By using less energy, we reduce our demand on the utility to generate power, 
which reduces the amount of greenhouse gases emitted into the atmosphere.  Collectively, 
seemingly small actions can make a big contribution toward slowing climate change.  For 
more information and resources on energy efficiency, visit the ENERGY STAR Web site at 
www.energystar.gov.   
 
Sincerely, 
 
The Management Team at Burlington Centre 



 

Here’s what we’ve been  
doing to get GREENER  
around Burlington Centre: 
 
ENERGY AND ATMOSPHERE 

 30 Corporate Dr. has been benchmarked 
with an EnergyStar rating. We came in at  
91 (most buildings rate at 50). 
 

 We’ve hired Green Building Services, LEED Certification 
Specialists, to help us achieve our goal of certifying the building as 
being green. 
 

MATERIALS AND RESOURCES 
 Cleaning agents used in the restrooms and office areas are all 

Green Seal Certified. 
 
 All of the paper products supplied in the restrooms are “green.” If 

you haven’t already noticed, all hand towel dispensers have been 
changed to automatic ones, allowing us to gauge the amount of 
paper we use to dry our hands. 

 
 We have coordinated the disposal of electronics in the most earth-

friendly way by providing tenants with the option to recycle 
electronics free of charge. 
 

INNOVATION 
 There is a “green-office checklist” which has been distributed to all 

the tenant contacts. Please use this list as a way of going green at 
the office and at home. If you would like a copy, please contact the 
Tenant Coordinator by calling the Property Management Office at 
(781) 272-4212 or contact your office manager. 



 

Celebrate Your ENERGY STAR Building or Plant! 
 
 

Promote Your Success with ENERGY STAR  

You have been recognized by ENERGY STAR for your hard work and commitment to 
saving energy—now celebrate your achievement!  In large and small ways, share 
recognition of your accomplishment with your colleagues, employees, customers, and 
community: 

 

 Display the ENERGY STAR in a prominent place at your facility site—the 
entranceway or the main reception area are much better choices than the 
engineer’s office, storage room, or basement! 

 

 Issue a press release announcing that you have earned the prestigious ENERGY 
STAR and distribute it to local media (see www.energystar.gov/labeledbuildings 
for a sample). 

 

 Hold an organization-wide employee meeting and present the ENERGY STAR 
plaque to an official of your organization. Request an ENERGY STAR flag or 
banner and hoist it above the stage! Add ENERGY STAR decals to 
entranceways. Take photos for the company newsletter, and also send a photo 
with caption to the local newspaper. 

 

 Distribute certificates of recognition/appreciation/participation to organizations or 
individuals who contributed time and effort to earning the ENERGY STAR. 

 

 Reserve a special parking space for your energy manager for a month in 
recognition of his/her achievement and publicize this among your employees. 

 

 Make plans to announce that your facility has earned the ENERGY STAR at a 
scheduled meeting where press typically will be in attendance (for example, an 
announcement of a K-12 school earning the ENERGY STAR could take place at 
a District School Board meeting). 

 

 Write a letter celebrating your achievement to your mayor, councilmember, 
Chamber of Commerce, Board of Education, governor, congressperson or 
senator, or other official representatives for your organization. Encourage them to 
challenge other organizations like yours to earn the ENERGY STAR. 

 



 

 Invite local government officials, regional EPA officials, and members of the 
press to tour your ENERGY STAR facility along with your top company or 
organization officials. Present a certificate of achievement to company officials. 

 
 

 
Host an ENERGY STAR Event 

One of the best ways to share your energy efficiency achievements is to host a 
recognition event with your employees and community. Recognition events may include 
a special employee luncheon, an energy fair, or any other type of event that brings 
people together to learn about energy efficiency and ENERGY STAR. Use the steps 
below to create your event or modify the outline to suit your organization’s needs.  

 Select a date and time for the event that is convenient for employees, the media, 
and other guests you may wish to invite.   

 Contact your local elected officials and regional EPA office to schedule their 
attendance. It’s especially important to include those who have helped support your 
organization’s efforts to earn the ENERGY STAR, and recognizable public figures 
will help bring media attention to the event.   

 Develop an agenda with a timeframe of 15-30 minutes for the award presentation 
and speakers. You may have one or more speakers. For example: 

- 10:45 a.m. – Invited guests, speakers, attendees arrive 

- 11:00 a.m. – Welcome, opening remarks by organization representative 
or event coordinator 

- 11:05 a.m. – First speaker – Local elected official 

- 11:10 a.m. – Second speaker – Local leader/champion of the 
environment 

- 11:15 a.m. – Third speaker – EPA representative or other official 

- 11:20 a.m. – Presentation of ENERGY STAR to organization by EPA or 
other official 

- 11:25 a.m. – Acceptance of the ENERGY STAR and remarks by 
organization leader or energy manager 

- 11:30 a.m. – Event concludes 

 
You may wish to assign one person to coordinate the event and speakers, designate a 
communications contact to work with members of the media before and during the 
event, and schedule a photographer or videographer to record the event. A small 
reception may be nice. Share your photos, articles, and materials with ENERGY STAR 
and your event may be posted on www.energystar.gov as an example for other 
organizations. 
 
 
 



 

 
 
 

You can customize ENERGY STAR sample communications materials or develop your 
own to support the event. Possible materials include: 

 A press release or a press kit including the press release, information about your 
facility and organization, and facts about ENERGY STAR labeled facilities. 

 Posters and/or banners to draw attention to the podium or stage. 

 Your ENERGY STAR facility profile—how you succeeded in making your facility a 
top energy performer nationwide. Make sure to provide copies to attendees and to 
the media. 

 

The day after the event, deliver event photos with written captions to editors at local 
newspapers and business publications that were not represented at your event.  
 
For additional guidance on how to coordinate your ENERGY STAR label event or media 
outreach, contact Maura Beard, Strategic Communications Director, ENERGY STAR 
Commercial Buildings and Industrial Facilities at beard.maura@epa.gov  
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March Highlights

• Mar 20 – Spring Begins
• Mar 28 – Palm Sunday
• Mar 29 – Passover 

April Highlights

• Apr 1 – April Fool’s Day
• Apr 2 – Good Friday
• Apr 4 – Easter Sunday
• Apr 22 – Earth Day

May Highlights

• May 5 – Cinco de Mayo
• May 9 – Mother’s Day
• May 31 – Memorial Day

Earth Hour is Saturday night, 
March 27, 8:30 to 9:30 p.m.

Introduction
CB Richard Ellis is excited to announce the creation of the Burlington Centre 
Tenant Newsletter.  This tenant newsletter will be used disseminate information 
about the happenings on Corporate Drive, including new tenant move-ins, building 
activities, construction, and various other informative topics .

Please feel free to give us your feedback on the newsletter by emailing your tenant 
coordinator at ryan.parsons@cbre-ne.com or by calling the Property Management 
Office at (781) 272-4212.

Building 25 Patio Furniture
It’s that time of year again!  To celebrate spring and the arrival of warmer 
temperatures, we wanted you to be aware that the outdoor seating in the back of 
Building 25 has been set out on the patio for use throughout the spring and 
summer.  For those of you that like to enjoy your lunch outside or read a book on 
your lunch hour, please feel free to utilize these tables and chairs.  The seating is 
available to all tenants of Corporate Drive.

Spring Cleaning on Corporate Drive

Earth Hour 2010
CB Richard Ellis is proud of its commitment to preserving the earth's natural 
resources through social responsibility and sound business practices.  The World 
Wildlife Fund’s (“WWF”) Earth Hour 2010 represents a significant opportunity for 
individuals, families, communities, and industries like commercial real estate to 
demonstrate their commitment from 8:30 to 9:30 pm, Saturday, March 27.

Earth Hour unites cities, businesses, schools, organizations and individuals around 
the globe by turning out lights for one hour in a symbolic and unified call for action 
on climate change.

Observe Earth Hour in your local office by turning off all non-essential lights, 
computers, and kitchen and office equipment upon your departure on Friday, March 
26. If you are in the office on Saturday, March 27, please employ the same 
approach during this one history-making hour.

Please be aware that over the next several months, 
Burlington Centre will begin its yearly thaw from the 
winter and begin its spring cleanup.  Please be mindful of 
window washers, landscapers, street sweepers, and 
various other vendors that may be onsite to get our 
buildings ready for the coming months.  

NOTE:  We take pride in our landscaping efforts and want all tenants to benefit 
from our beautifully landscaped park.  Kindly do not disturb the flowers and plants 
as they begin to flower and germinate for the season.



Snack and Soda Machines
We are pleased to announce that snack and soda machines have arrived on 
Corporate Drive.  These machines are perfect for those late afternoon snack or 
caffeine cravings!  They are located in the following locations:

• (1) soda machine in the lower level lobby of Building 35
• (1) soda machine in the cafeteria of Building 25
• (1) snack machine in the cafeteria of Building 25

o The café seating area in Bldg. 25 will remain open until 6pm 
to allow access to the vending machines. 

Recycling
We have several recycling options available to the tenants of 
Corporate Drive, and we encourage everyone to take advantage of 
these programs.  The following recycling options are free of charge, 
so I wanted to make everyone aware of them:

• Electronics:  We encourage tenants to recycle all electronic items from 
around the office or from home.  Anything electronic or that conducts 
electricity can be recycled on campus, free of charge.  However, there are 
two exceptions, NO TELEVISIONS OR FLOURESCENT LIGHTBULBS.

• Paper:  Burlington Centre is currently under contract with E.O.M.S. to use 
their recycling services.  Every two weeks, E.O.M.S. picks up commingled 
recycling waste.  65 gallon totes are provided to the site and filled with office 
paper collected by tenants.  Please contact the Property Management Office 
for a tote.  The following is a list of paper accepted by E.O.M.S.:

o Printing and writing papers of all colors
o Letterhead
o Envelopes
o Post-it Notes
o Brochures
o Carbonless multi-forms
o Copy paper
o Newspaper/Magazines
o Manila envelopes
o Telephones books
o Soft and hardcover books

*Staples and paper clips are acceptable

On-call pickup service of specialty items is also available.  Specialty items 
include, but are not limited to, wood pallets, refrigerators, and bulky waste.

• Bottles and Cans:  Bottles and cans can be collected in your suite and 
picked up by placing a work order request, sending an email to Ryan 
Parsons, or by calling the Property Management Office directly.  You may 
use any type of receptacle to collect the bottles.  However, should you need 
to purchase a bin specifically designed for bottles and cans for the price of 
$65.00, please contact the Property Management Office.

Trash Stickers
Please be advised that Janitronics, our current cleaning vendor, will not remove any 
trash that has not been placed inside a recycle or trash bin.  For example, they have 
been instructed not to remove any boxes or large trash items that have been placed 
by your suite door or next to or on top of your trash can.  To indicate to the cleaners 
which items should be discarded, we have provided tenants with trash stickers free 
of charge which should be placed on the unwanted items.  To request a free supply 
of trash stickers for your office, please contact the Property Management Office.



Unidine Coffee Special
Undine Café in both Buildings 25 and 30 have a launched a new coffee program, 
which allows customers to earn one FREE coffee with the purchase of 9 coffees.  Be 
sure to stop by one of the cafeterias to obtain your tracking card, and don’t forget to 
have it stamped each time you purchase your morning coffee.

Please take note that the weekly menus are now available online.  Please save the 
following websites in your favorites menu on your internet browser:

• Building 25:  http://menu.unidine.com/BurlingtonCentre25/

• Building 35:  http://menu.unidine.com/BurlingtonCentre30/

CBRE Cares Program
Burlington Centre at Corporate Drive, in conjunction with CB Richard
Ellis/New England (“CBRE/NE”), is rolling out a new charitable program in 
2010.  The program intends to harness the aggregate potential of 32 million 
square feet of CBRE/NE managed properties and its tenants.  The program 
will strategically engage CBRE/NE employees and tenants in CBRE/NE 
managed buildings in charitable activities including volunteer opportunities 
and donations drives.

Please be on the lookout for emails and signage regarding next month’s 
charitable/giving opportunities.  Below is the next event planned:

March/April:  Make a difference and Become a Mentor (details to come)

“Our mission is to build a foundation for our community by 
facilitating a variety of volunteer and giving opportunities that have 
a significant effect on the lives of families in need - building today 
for a stronger tomorrow.”

Building Rules and Regulations to Remember
Please review with your employees the following building rules:

• Visitor Parking:  Visitor parking is for building visitors only.  Employees 
should park in the lot or in the garage.  Cars parked in visitor’s spots may be 
cited and/or towed.  Please also refrain from parking in designated spots, 
such as motorcycle and compact car areas, unless you belong to that 
category.

• Solicitors:  As a reminder, the building has a policy of not allowing solicitors 
or any unknown (or suspicious) persons to enter your suite.  Should you 
encounter or witness any such person, please contact the Property 
Management Office immediately.

• Animals:  No birds or animals of any kind can be brought or kept in or 
about the premises.

• Smoking:  Smoking or carrying lighted cigars, cigarettes or pipes is 
prohibited in the buildings.  Please use the smoking areas provided near the 
rear entrance to each of the buildings.  Also, please do not congregate 
directly in front of the doors.  

PLEASE NOTE:  Kindly do not throw your cigarette butts on the ground.  Please 
assist our dayporter by placing them in the receptacles provided.

Any questions or concerns, 
don’t hesitate to contact the 
Property Management office:

(781) 272-4212



Summer Tenant Newsletter
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June Highlights
• Jun 20 – Fathers Day
• Jun 21 – Summer Begins

July Highlights
• Jul 4 – Independence Day
• CBRE Cares Food Drive

August Highlights
• Aug 19 – Tenant Barbeque
• Aug 21 – Condo Yard Sale

September Highlights
• Sep 6 – Labor Day
• Sep 12 – Grandparents Day
• Sep 21 – Blood Drive

Introduction
CB Richard Ellis is excited to announce the creation of the Burlington Centre 
Tenant Newsletter.  This tenant newsletter will be used to disseminate information 
about the happenings on Corporate Drive, including new tenant move-ins, building 
activities, construction, and various other informative topics.

Please feel free to give us your feedback on the newsletter by emailing your tenant 
coordinator at ryan.parsons@cbre-ne.com or by calling the Property Management 
Office at (781) 272-4212.

!Building Shutdowns!
Please be advised that due to routine maintenance on the buildings’ electrical 
switchgear, we must shut off the power to 25, 35 and 30 Corporate Drive according 
to the following schedule:

• 30 Corporate Drive          Saturday, July 24, 2010
• 35 Corporate Drive          Saturday, July 31, 2010
• 25 Corporate Drive          Saturday, August 14, 2010

Each powerdown is scheduled to last from approximately 7:00 a.m. through 3:00 
p.m.  Even though the work is expected to be completed within that timeframe, in 
rare circumstances it could take longer than what’s indicated.  During this time, all 
electricity to your building will be disconnected, and there will not be any emergency 
generators or backup power sources available.  As a result, all power to data 
centers, refrigerators, personal computers, fish tanks, and any other electronic 
machines will be affected.

We recommend powering down all electrical equipment, such as data centers, 
computers, and printers before leaving the office on the Friday afternoon before 
your scheduled date.  We anticipate that the power will be off for an extended period 
of time, so we’re recommending that you unplug your refrigerators and drain them 
ahead of time.  As a precaution, we also recommend that you remove any items 
from your fridges that you wouldn’t want to go to waste (just in case).

Unidine Café Updates
Unidine Corporation, Burlington Centre’s food service vendor, would like announce a 
couple new happenings at cafes throughout the summer:

• Iced coffee is now being served at 30 Corporate Drive (ONLY).  Please ask 
for a fresh cup behind the counter, as it’s stored in the refrigerator.

• Every Thursday during the summer months, Lynette Silva, head chef at 
Burlington Centre, will prepare fresh barbeque items on the grille outside 25 
Corporate Drive.  You can always expect hamburgers, hotdogs, and 
sausages to be available.  However, each week there will be one main dish 
that’s different such as swordfish, steak tips, and barbeque ribs.  Please 
review the 25 Corporate Drive lunch menu for a list of barbeque items 
available that week.



YARD SALE!

• Ice cream sandwiches are available for sale at both 25 and 30 Corporate 
Drive.  Kindly ask for one behind the counter, as they are stored in the 
freezer.

CBRE CARES Food Drive
During the month of July, CB Richard Ellis will be teaming up with several food 
banks throughout New England to collect food for those individuals who are less 
fortunate.  At this time, we are unsure what the exact dates of the drive will be.  
Please be sure to be on the lookout for the CBRE Cares bins and signs throughout 
your building.

“Our mission is to build a foundation for our community by facilitating a 
variety of volunteer and giving opportunities that have a significant effect 
on the lives of families in need - building today for a stronger tomorrow.”

Annual Tenant Barbeque
It’s that time of year again!  The Burlington Centre annual barbeque will take place 
on Thursday, August 19, 2010, and all tenants are invited to attend.  The barbeque 
will be open from 11:30 AM through 1:30 PM, and all your favorite summer pickings 
will be available.  Please note, in appreciation of your continued tenancy here at 
Corporate Drive, this event is free of charge to anyone who works in the office park.

As the details are rolled out during the month of July, we will keep you posted for 
the exact location and menu.

Maple Ridge Yard Sale
Our neighbors at the Maple Ridge condo park are excited to announce that they will 
be hosting a community yard sale on Saturday, August 21, 2010 starting at 
10:00 AM.  The yard sale will take place on the sidewalk along Corporate Drive and 
continue through the Maple Ridge condo park.  Please feel free to stop by if you are 
in the area.

Electronic Recycling
As previously mentioned, please feel free to bring in any electronic items from home 
that you will be throwing away.  We will arrange to have the items recycled at no 
cost to you.  Please keep in mind, we do not take televisions.  We at CB 
Richard Ellis take sustainability very seriously, and we hope to help you achieve your 
recycling goals both at the office and at home.

NEW TENANTS
Please welcome the following new tenants to the park:

• Allocure:  25 Corporate Drive, 3rd Floor

These tenants will be in the process of building out their new suite over the coming 
weeks.  Please pardon our appearance and the possibility of some minor noises 
while these tenants get settled into the park.



Fitness Center Updates
If you haven’t already noticed, we’ve added a couple new exercise products to the 
fitness center.  We’ve purchased new floor mats, weight balls, jump ropes, and 
stretch cords.  A cubby holder has also been placed inside the gym for users to place 
their bags and other personal belongings while they work out.  If there’s something 
you’d like to see be added to the gym please do not hesitate to reach out to us.  
We’re open to suggestions in the coming months as we decide what changes and 
additions to make to the fitness center.

LEED Certification
Please join us in congratulating 30 and 35 Corporate Drive for recently becoming 
LEED certified.  What’s LEED you ask?  The Leadership in Energy and Environmental 
Design (LEED) Green Building Rating System, developed by the U.S. Green Building 
Council (USGBC), provides a suite of standards for the environmentally sustainable 
design, construction and operation of buildings and neighborhoods.  LEED 
certification is based on a variety of categories, such as site sustainability, energy, 
materials, and indoor quality.  This designation is an honor and is highly respected in 
the commercial real estate industry.  The following buildings have now been 
awarded LEED Certification:

• 35 Corporate Drive
• 30 Corporate Drive
• 10 Corporate Drive

Although 25 Corporate Drive is not yet certified, we’re working on achieving 
certification in the near future.  We should feel proud that we’re among a very small 
group of buildings in the 128 belt, and the first Burlington buildings to be retrofitted 
for LEED Existing Building Certification.

Building Rules and Regulations to Remember
Please review with your employees the following building rules:

• Parking:  Visitor parking is for building visitors only.  Employees should 
park in the lot or in the garage.  Cars parked in visitor’s spots may be cited 
and/or towed.  Please also refrain from parking in designated spots, such as 
motorcycle and compact car areas, unless you belong to that category.

• Smoking:  Please be mindful of individuals entering the buildings.  We 
kindly ask that you do not smoke in front of the rear entrance doors and to 
provide a clear entrance.

• Speed Limits:  Please be mindful of your speed when you are driving along 
Corporate Drive.  There have been several accidents, and we would like to 
keep our park as safe as possible.

PLEASE NOTE:  Kindly do not throw your cigarette butts on the ground.  Please 
assist our dayporter by placing them in the receptacles provided.

From all of us at CB Richard Ellis, 
we wish you a Happy Summer!

Any questions or concerns, 
don’t hesitate to contact the 
Property Management office:

(781) 272-4212



Ryan Parsons

From: Ryan Parsons [ryan.parsons@cbre-ne.com]

Sent: Friday, August 06, 2010 8:36 AM

To: Parsons, Ryan @ Burlington

Cc: John Carriker; Adrienne Lazure; Steve Tremblay; Richards, Gail; Marilen Adraneda; Karen Chiarenza; 
Rogers, Susan; Pichette, Charlotte; Bernie Jones; Picardi, Marianne; Fishman, Jayme; 
TTeng@tsmc.com; Kathy Rubino; Evans, Patty (ELS-BUR); Carole Mason; Kathy Loughlin; Karen K. 
Coppolino; John Cheetham; kathy.bernard@maptuit.com; Wildfong, Ann; Linda O'Hara; Joe Casali; 
Alison Bracken

Subject: Corporate Drive Carpooling

Good Morning, Tenants!
 
We at CB Richard Ellis are always looking for ways to increase our longstanding commitment to 
sustainability and the environment.  One of the new things we will institute for our three buildings at 
Corporate Drive is to offer tenants the chance to carpool with other drivers to Burlington.  By increasing 
the number of people in each car, we can take cars off the road and decrease emissions into the 
atmosphere.  

To help introduce our Corporate Drive community to the option of carpooling, we will be setting up carpool
ride boards where you can sign up if you’re interested.  Simply locate one of the boards in your building, 
at the locations listed below.  
 
Sign up by providing:
 

� Your name 
� Contact information
� The town where you commute from
� Whether you would like a ride or can provide one, or would share driving

 
When you see someone on the list that might be a match, contact that person to set up your own 
schedule.  As an incentive to take non-drivers as passengers, monetary contributions, in addition to gas 
money, could be negotiated.  
 
By carpooling, you can save the environment and save money at the same time!
 
The boards can be found in the following locations:
 

� 30 Corporate Drive:      In the cubby area located next to the tenant mailboxes behind the freight 
elevator on the main level

 
� 35 Corporate Drive:      Against the inside wall near the soda machine on the lowest level of the 

building
 

� 25 Corporate Drive:      On the right-hand side of the soda machine itself (the one you put money 
into), inside the cafeteria

 
If you have any questions or concerns, please do not hesitate to contact me.  Kindly communicate this 
message to everyone within your company. 
 
Thank you,
Ryan

Ryan T. Parsons | Tenant Coordinator
CB Richard Ellis/New England | Asset Services
25 Corporate Drive, Suite 110 | Burlington, MA 01803



Ryan Parsons

From: Ryan Parsons

Sent: Tuesday, March 23, 2010 11:45 AM

To: Ryan Parsons

Cc: John Carriker

Subject: Earth Hour 2010

Good Morning Tenants:
 
The CB Richard Ellis Property Management Office would like to encourage everyone to participate in 
Earth Hour 2010. This effort is part of the World Wild Life Federation to have a "dark hour" at 8:30 pm 
EDT on Saturday, March 27, 2010 in order to conserve energy and save the earth’s natural 
environment. Earth Hour began in Sydney, Australia in 2007 and has now grown to include over 
5,000,000 people in 100 countries. For more information on Earth Hour, please visit the Earth Hour 
website at www.earthhour.org
 
 
I am sure you have seen our signs in the elevator lobbies, but for those of you who haven’t, please read 
below:
 
Earth Hour unites cities, businesses, schools, organizations, and individuals around the globe by turning 
lights out for one hour in a symbolic and unified call for action on climate change.
Observe Earth Hour in your office by turning off all non-essential lights, computers, and office equipment 
upon your departure from work on Friday, March 26.  Please let me know if you have any questions or 
concerns.
 
Best Regards,
Ryan
 

Ryan T. Parsons | Tenant Coordinator
CB Richard Ellis/New England | Asset Services
25 Corporate Drive, Suite 110 | Burlington, MA 01803
T 781 272 4212 | F 781 272 6226 
ryan.parsons@cbre-ne.com

Please consider the environment before printing this email.
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